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PLUCRARDUK FOR:  Ulrector of Centyrsl xa&clllgnnco '
AL S : Carser Magigement of Clerical Employeos

I, On 11 Septenber 1374, the CIA Management Committes
wet and considersd the carsey panagement of clerical per-
sonsel. Taey did not endcrsq sm Agency-wide caresr service
for secretarial srd clarical pesitions. The conmittes re-
viewed 8 propesal offered by the Office of Persennsl end
afLer éezar&iniag that thers would be serieus problems ia-
 volved in embarking os 2 formal program agyeed thet esch
Czresy Service would conduct & review on hew best te pre-
copd Bad report to the Committes withia sixty days.
subject of clerical employces has not beea reconsidered by
the Compitter sinca the Jeptember meeting.

2. It wa3s agreed 2lio at the Septemder seetimg that
there should be an svaluation eof sscretarisl positiens to
jeternine if there is 3 basis foy vgitﬁéiﬁx sons of the
yositices., As a weany of fagilitatiag the rveview of pesi-
tions to be conductsd by the Office of Persennel, it was
decided £hat each Career Sorviee vould capduct & reviev and
initial scresaing of positions which might be censidersd
for upgrsiing. The DDA has advised that it has no positienms
appropriate for upgrading. The RO is will conducting its
review and initial screening, Ne repert has deea received
from the ULSEY. The Uffice of tha BECI amd the DBl have sub-
vitted several requests far upgrsding sad s review of the
vpsitions is curremtly iz oreogress.

3, I #r sware that thore is sope feeling en the part
of senloy secretariss that they sheuld have s separate
carsey systes., [ beliewe asu $wpertent sspect of » career
system for clericals would he prevision ef & crossover for
guaiified nersennel into semi-professiensl]l sad prefessienal
susitions, %ith appropriats carssr coumselisg and imitia-
tive by the swployee, SuCh crossover should go far to serve
the need of senior secretaries fer carser advancemezt.
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4. T will contact thic Jecretary, Tl Janarement
%ittaa, to discuss the stotus of the crerosal for »
;csz carear seyvice z2od the actiens thst should be

¥Fo ¥ ¥, Jasney
Dirsctor of Persconel
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TABLE I
Questionnaire Responses - Secretary Study -
) . Totals DCI/DDI ‘ DDST DDA DDO
Response (104) (30) . (29) (21) (24)
Career Advancement Potential: ~ ~  ¥&s N W ¥ES NN YES N0 WY E N W B N W
Felt secretary field lacks career
advancement potential 99 4 1 28 2 0 28 1 0 20 1 0 23 0 1
Felt shorthand should not be a i
requirement for pramotion 80 17 5 22 7 1 27 2 0 14 5 2 19 3 2
Thought linking secretary position
grade to that of supervisor is )
unfair 80 14 10 28 2 0 24 5 0 19 2 0 9 5 10
Felt Career counseling is needed but -
nonexistent at this time 77 H 22 24 3 3 15 1 13 19 1 1 " 19 0 5
Thought current internal training
too narrowly focused for GS-09
level and below n 8 25 29 0 1 17 5 7 16 3 2 9 0 15
‘ [ 2
Felt word processor has made the *
work easier  to accomplish 67 26 11 21 9 0 15 11 3 12 5 4 19 1 4
Liked idea of optional rotational .
assignments Agency-wide 52 25 25 20 4 6 14 13 2 11 5 5 9 3 12
Felt shorthand to be a dying art
supev,éeded by the computer or '
dictaphone a6 29 2 2 5 13 12 12 / 8 10 3 8 5 1
il fos A g s VD) iy P
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Questionnaire Responses - Secretary Study
Totals ' DCI/DDI DDST DDA DDO
Response _(104) - (30) (29) (21) (24) ‘

S N W ¥ N W ¥ N W ¥E M W EE MW W
Believed BOD's to be pramoted too
quickly without comparable level .
of experience in the Agency 43 18 43 6 10 14 14 3 12 1 3 7 12 2 10
Liked idea of having a career service 36 21 47 15 5 10 2 12 15 9 3 9 10 1 13 '
Perceived interdirectorate pramotion
policy as inconsistent 36 7 61 11 3 16 10 0 19 5 4 12 10 0 14
Felt Agency underpays secretary - r
vs private industry 33 50- 21 7 23 0 13 13 3 [ 13 2 7 1 16

o

Felt computer/word processor impacts
on level of knowledge needed to
perform the work but not reflected -
in salary 24 n 9 10 20 0 7 22 0 6 1 4 1 18 5




Questionnaire Responses - Secretary Study

Totals DCI/DDI DDST DDO

Response (104) {30) (29) (21) (24)
Professional Attitude Barrier- YES NO W YES NO UN YES NO DN YES NO UN YES N IN
Felt well utilized by manager 80 21 3 20 10 0 23 6 1] 17 3 1 20 2 2
Thought occupation lacks an Agency- \
recognized sense of professionalism 77 18 9 21 9 0 19 5 5 16 4 1 21 ] 3
Perceived management as not using
QST or Cash Awards as an incentive
tool for excellent performance by
secretaries 7 28 5 22 8 0 14 13 2 15 5 1 20 2 2
Felt rapport with manager is
open, honest and dynamic . 60 25 19 18 8 4 14 7 8 12 6 3 16 4 4
Felt her skills in office manage-
ment are not recognized by grading
system 53 42 9 14 15 1 17 12 0 11 9 1 11 6 7
Thought Division and Branch
secretaries having the same-graded e
positions causes management problems 53 0 51 21 0 9 17 0 12 13 0 8 2 0 22
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